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TRAI NI NG OFFI CER |

(Pronotional Class)

GENERAL STATEMENT OF DUTI ES

This class enconpasses positions, the main duties of which are
pl anning and coordinating training activities for the fire
depart nent. The training officer Il may personally conduct
training or supervise training conducted by subordi nate training
officers, station captains, or volunteer instructors. Wth the
assi stance and direction of the departnent head and the deputy
fire chief, the training officer Il determ nes the format for
all departnent training and schedul es such training, as well as
pl anning for and assisting in the work of any subordinate
personnel assigned to the training division. This class is
under the direct supervision of the Deputy Fire Chief.

EXAMPLES OF WORK
Exanples |listed below are illustrative only. They are not

intended to include all duties which may be assigned, neither

are they intended to exclude other duties which nmay be | ogical

assignnents to this cl ass.

Directs training activities for the departnent; recomends
subject matter and format to be covered in departnent training;
schedules training activities for all fire suppression
per sonnel ;

Draws up | esson plans and approves all |esson plans drawn up by
subordinate training officers; personally teaches courses in
fire suppression, punp operation, CPR, fire prevention, fire
line supervision, and related fire areas; pr epares,
adm ni sters, and grades training tests;

Supervi ses subordinate training officers who assist in witing
| esson plans, directing training, and Kkeeping records of
training by perform ng duties such as assigning work schedul es,
approving |eave, evaluating performance of subordinates,
provi di ng techni cal assistance, etc.; supervises fire captains
who conduct station training;

Attends training conferences and schools to keep informed on
nodern fire departnment nethods; conducts research of technica
data, including local fire reports, etc., for the purpose of
integrating such materials into the training program mintains
a library of training materials for all officers and enpl oyees
of the departnent;

Perfornms adm nistrative duties such as preparing or providing

for the preparation and maintenance of all records and reports
of training division activity, ordering and keeping records of
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all supplies used in training, providing personnel evaluations
of all enployees assigned to the training division, scheduling
instructors fromoutside the fire departnent to teach courses to
fire departnent enployees; reads and adheres to training
di vi si on budget;

Goes to the fire scene to observe fire fighting and make notes
on areas to be covered in training;

Performs other class related duties assigned.
QUALI FI CATI ON REQUI REMENTS

Unl ess o@hermﬂse soegified. all requirenents nust be net before
the application closing date.

Must neet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of | egal age.

After conditional offer of pronotion, but prior to beginning
work in this <class, nust participate in and successfully
conpl ete and pass, at the designated tine and place, a drug test
and medi cal exam nations which directly correlate to essenti al
j ob duties of the position, with or without accommodati on. Such
tests and exam nations shall be prepared and adm ni stered under
the direction of the Appointing Authority and Jefferson Parish
Gover nnment .

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must be a regul ar and permanent enpl oyee i n good standing in the
class of Training O ficer | for a period of at |east six (6)
nont hs i medi ately preceding the exam nation.

Must possess a valid driver's license.

Must have sixteen (16) hours of approved instruction in
supervi sory managemnment .
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